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16 April 1952 


25X1 A 


Assistant Director 

Office of Collection and Dissemination 


FROM* 



Organisation and Methods Examiner 


SUBJECT! Final Report - CU Top Secret Control System 


1. PROBLEM! 


out CIA * UEif ® ra T °P E « cret control system for use through- 

zt z£:r ptr ° f c ° nt ” 1 in *- —* «*»•*«* 


b. Solution of control problems unique to certain areas j 

c. Solution of general problems related to Top Secret control*. 

2 * DATES ASP AREAS VISlTED t 

®* fe$^**i** Survey Datem 23 January - 16 April 1952 

b* Top Secret Control Areas Vlaitarit 


STATSPEC 


(1) 

(2) 

(3) 


(W 

<5> 

( 6 ) 

(7) 

(6) 

(?) 


( 10 ) 

( 11 ) 

( 12 ) 


Central Top Secret Control Office* 0CD 
Office of Research and Reports 
(a) Cartographic Branch Sub-Station 
Office of Operations 

(a) Contact Division Sub-Station 

(b) Sub-Station 

(c) FDD Sub-Station 
Office of National Estimates 
Office of Procurement 
Office of the Comptroller 
(a) Finance Sub-Station 
Office of Inspection and Security 
Office of Communications 
Office of Personnel 

(a) Personnel (Covert) Sub-Station 

(b) Military Personnel Sub-Station 
Office of Training (General) 

Office of Training (Special) 
Administrative Services 

(a) Records Management Sub-Station 
( b/ Reproduction Sub-S tation 
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(13) Technical Services Staff 

(Ik) Office of Policy Coordination - Office of Special Operation* 

(35) Office of General Counsel 

(16) Organization and Methods Staff 

(17) Executive Registry 

3 . FACTS 6 EARIKG Oh THE PROBLEM ! 
a. Present Control Systems * 

Control systems vary greatly from area to area. The result is 
that some areas have limited controls which do not lend themselves to 
speedy location of documents# efficient follow-up on documents being 
internally ©insulated, or strict compliance with security regulations. 

Other area® have control systems which the examiner considers to be 
unduly voluminous and cumbersome in the effort to maintain the proper 
degree of control. 

following are some examples of the variations in controls 
exercised in the various areas* 

(1} Central Top Secret Control maintains a Posting Record on 
every CIA control number originated in CTSC or appearing on the 
weekly log of any area, which indicated the movement of each copy 
ajtiaber from area to area, and final disposition) a Source card) 
cover sheets) document receipts, courier receipts) reproduction 
requisitions) dissemination orders) plus separate card records of 
material on loan from outside agencies. 

(2) At least half of the areas visited depend entirely on the 
weekly log a* their record of documents received, circulated internally, 
and dispatched to other areas. These logs are maintained in chrono- 
logical order. Some areas maintain a handwritten log until the end 

©f the week when the log is typed in the requisite nwiber of copies. 
Document receipts are clipped to the log or signatures are obtained 
os the area copy of the log. Some areas combine the incoming and 
outgoing log, other maintain separate logs of incoming and outgoing 
material. One area maintains 10 separate logs. 

( 3 ) Other areas maintain card; records which are filed by 
number, source or subject, and prepare weekly logs only for the 
purpose of furnishing the required record to Central f op Secret 
Control. 


>Hk iUtNTIAL 
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Within are®s there are no systematic controls exercised in 

° r ® ranche «* Sofne internal offices uae the log form for 

:" L r / ntera<d co ? trol ®» others usa cards, or simply make notes on 
oalendars or notebooks* 

??“! are8B pr ® fer t0 kee P * separate log of documents orlgi- 
nated in that ares, and enter these documents on the weekly log at 

*5* Kee , k> 0ther &rea « simply make a notation on the 

BQ»ifl k m*L nlmbe f S + ? hat 4 the nUB,ber ha ® been assigned a certain individual, 
some make a notation in a notebook that a number has been assigned. 

r«n+lfi " ?° !® nd * e9ki ? ioe» to the Central Top Secret 

d t0 , faCt that of the documents received 
direct fro® outside agencies or from field stations are of such 
nature as to prohibit knowledge of these documents outside the 
immediate area. Records Management Sub-Station of Administrative 

tarrSrV®??* '?!! ° f thelr ffiicro ^i® «ad vital documents logs 
to CTSC in lieu of the standard weekly log. 

111 method of «®Pleting the weekly log varies fro® area 
if 6r distribution in the final column 

ij g fo ™ *® well as external distribution and/or final 

° f the . document. Some areas use the names of individuals 

mike distribution. Bath of these practices 

make it difficult for CISC to perform its posting function. 

60(1 Reproduction channel their incoming and outgoing 
h ° * nta through separate channels so that follow-up on documents 
which have a deadline is not systematic. 

b * l3iflS& Problems i 

(1) ORE, Basic Bivision is located in 25X1 A6a 

JSrf? J* J considerable distance from the Arm^SntroKffice^When 

tn rL?! 18 *? 0 ie r?® *** occ *®ional Top Secret section of an NIS 

than b^friK 011 ' ?*!! ®f ctlon iB Bent direct to Reproduction rather 
than being channeled through the Area control office per regulation®.. 

•m Rations, Contact Division, does not assign a 

l r tm?Jf^h nUWb6r J° tel ? typeE frOM domestic field stations unless 
or until they are transmitted outside the Division. 

has SLotSSmJwil* £e JJ ices ' J®cords Management Sub-Station / 
vUi offices crl f nding f? e ^ 8t ® * nd photographers to the' 

J f Can K documents for selection of those 

^ v th ® documents in the office. The 

#77? 1 *5? carried back to Records Management for control and 
Jhese analysts encounter difficulty in convincing CIA 
offices that they are authorised to haw* access to such documents. 
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(b) Ad&inletrative Services, Reproduction Sub-Station. has a 

orfiM * occiomu, »°»w o? - 

" itb "**P«-«MwltlYs*' documents througfa- 
t ^ J® p f°f cs '* A m0ffiber of the Reproduction staff 

selurTS n? S the visitor throughout his visit to protect the 

*S^to thS 6 f^r« /' UCh !*f ltore draw attention of the plant 
workers to the fact that something special is in process. 

C * rtai * f S “ateriala are sent to the Technical Services 

^tiLSd r^ ftnd t ? 8 r teriaI iB * 8ually destroyed or 

ift i / e “ a ^sis process. The analyst prepares a 
S?*? t0 i?® requesting office on the fiSdi^gs of the 
Th ® , Ar f s P co ^Quests instructions as to disposition 
hf °°T attach8d t0 the destroyed material andproper 
itself 6 ° f thS m * ffi0^a!:^dUJ,1 which i8 frequently not Top Secret in 

«• gfheral Frobleaa t 

aumbering of documents from outside agencies.— 
S+Z visited receives documents direct from outside agencies 

Central T °P Secret Control Office. g Fre- 

of CIa" C Sir ° f he G ff document wili »«nt to two or more areas 
£!* f Ccivin « a «W ®* the document assigns an 

that eac^cLv 0 ^?^ n 5® b ® r th ® co ^ received. The result is 
Mntr^l nuib?r. f ^ d ° 0Uffient is CDnt rolled by a different CIA 

a*!* ^ pl ; ff beri «8 of actions on the same document.--* 

S f"* &res or recelv * d *w>» «n outside agency 

is frequently sent to other areas for comment or action. Each ^ 

TMs nr!cK® fts eontrol number to its action on the document. 

This practice makes it difficult to assemble in one group the 
complete series of actions on one document. 

Se C r?t } Co^l^m^ lat J, CO ?. tr0lE 611(1 r * coni copiea 115 Central Top 
S , Ul60IT on which 8 c«*tral control office 

is based is that this central office will have a complete record 

* transaction on any given document and that a master file 
S r °2 h ” Q0CU ® entfi ^easelves wiU reside in the central files. 

8y8 ^f he Cm: ° do ® 8 ~t record movement It III- 

S2?cif ^JSnt on t^o d (6 " digit nuwbers) ^ 

?o r 4 r;.^ n rT , d °°“ wit " £5 - di « u ** on ^ 

for JL theMlelv,,s are furnished £ the CTSCu 


for the central files. 

.taUe > th^t*i=rc?! COrd k * n ' i i" W 5hMt — •ilttough Regulation* 

Tot ea C ~? t t ,o™^ I t 1 ^” bdr "5? r *““ or l «™» «» contente of a 
P *■ ® creb document will sign his name on the cover sheet" , this 
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reg ula tion is not observed by a number of CIA officials* In some 
instances offici als have instructed their clerical staff to remove 
the cover sheet before submitting documents to them, 

(5) Hand-carrying of documents without reefers* to control 
channels.— Hend-cariylng of Tf documents by officials from area to 
area without recourse to the Area control office is prevalent 
throughout^li^ This practice aleo extends to outside agencies. 
Ragulatior^^H states* "The CIA Top Secret Control Officer and 
Area and Alternate Top Secret Control Officers are the only persons 
who shall be permitted to transmit and receipt for Top Secret 
material moving between CIA and outside agencies." 

(6) A uthori ty vested in Assistant Top Secret Control Officers. ~ 
Regulation §§jG|@ Section L.{9) infers that Assistant Top Secret 
Control Officers are authorised to transmit and receipt for doc- 
uments moving anywhere within CIA. The Top Secret Guide which is 

furnished to Areas states that, » a limited number of Assistants 

to provide for the security of TS documents dispatched internally to 
various sub-divisions of the office. ...He may release a document for 
transmittal to another Assistant within his Area." The apparent 
conflict between these instructions has resulted in confusion in 

the areas} hence, in some areas assistants are authorised to transmit 
and receipt for documents from other areas. This practice prevents 
the proper degree of control in the Area TSCQ. 

(?) Authority to see Top Secret documents.— Regulation 25X1 A 

states that, "Office heads are responsible for the designation of 
persons in their offices. ..whom they deem are operationally 

required to see Top Secret material... "Area control officers state 
t ha t , they are not furnished with up-to-date lists of persons 
authorised to see. 

(6) Over-classification.— Although some progress has been made 
toward overcoming the tendency toward over-classification, the 
examiner has found indications that at least 50 per cent of docu- 
ments classified Top Secret should bear a lower classification. This 
survey was limited to cofttrol offices so that information on this 
subject is limited} however, in only one area was evidence found 
that an objective review is made of classifications as directed in 
Regulation MBH 

(9) Physical aecurity of Top Secret documents.— Bindings of Top 
Secret documents which are not issued in the form of publications are 
not sufficiently secure in that the cover page and the last page are 
of the same flimsy material as the remainder of the document and the 
pages are stapled together. Frequent handling results in pages being 
torn completely away or mutilated. 

(1$) Officer-courier schedules.— Inasmuch as all Top Secret docu- 
ments must be transmitted by officer-courier, it would be helpful if 
each Area could be furnished with an up-to-date officer-courier schedule. 
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(11) Destruction of documents and waste.— Location of 
many offices at a considerable distance from "H" Building 
where all Top Secret material must be destroyed imposes a 
hardship on the areas as to transportation and sufficient 
time. Also, Regulation states that# "Preliminary 
drafts# copies, carbons, stencils, stenographic notes, 
work sheets, and the like, pertaining to classified matter 
©f ©ill classifications, will be torn or shredded into small 
pieces, and placed in envelopes or other receptacles con- 
spicuously marked •SECRET’.* 1 The examiner believes that 
Intelligible Top Secret waste should not be included with 
Secret waste, 

(12) Unnumbered TS documents.— Occasionally an area 
will receive an unnumbered document from another area and 
will «agA j gn a control number. In some instances these 
documents are still in draft form. 

(13) Inventory of TS documents. —Inventory of TS 
documents ha® been implemented in only one area to the 
knowledge of the examiner. This inventory covered 
$0,000 documents and was completed over a period of 
seven months as an additional duty to the regular dulses 
of the area control office. 

U. CQKCDJSXQHS t 

a. Control System : 

(1) Establishment of Uniform Control System s 

(a) A uniform control system should be established 
throughout CIA which would include instructions for 
control of documents from the highest to lowest 
echelon. These instructions should be issued in the 
form of Procedures Manual which would outline in 
detail the regulations to be compiled with, the forms 
to be used, the channels of control, etc. 
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(b) The following control system is proposed by 
the examiner for consideration. It is considered 
practical and feasible for use ty all areas and the 
Central Top Secret Control Office. 


Source “ 
! Subject 


Document Number 


Attachments 


51a Control No. 
Copy lumber (a) 


Date 


So, of Pages Heeeived from 


Cate 


enclosures 


Dispatched to 


Cate 



(«) The above card would be prepared in Quadruplicate 

t^ r an V ASfi tr + a80Ct !?? i n / hiCh & documeat iE originated 
611 transmitted from an Area to another Area, or 

transmitted to an outside agency. Thia card would also 
be prepared on any document received from an outside 
agency. The card would be a snap-out type with carbon 
interleaved and each copy would be a different color. 

On® copy of the card would be sent to Central Top Secret 
ontrol Office at the end of the week: indicating 

^ ”* 0116 «Miti«»l coj would 

be held by the area until the document la transmitted 
elsewhere, then completed as to “Dispatched to" and 

JJJ* f orwarded CttCO at the end of the week in 

SefivS 18 * raneact *on tock P^ce. If the document is 
received and transmitted within the same week, both 

copies of the card would go forward to CISCO at the 

^ e * CT£Co v ®^ld Tile one copy of the card by 
control number and the other copy ty source. 


Approved 

. source file may be further broken down by subject if desired. 
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(2) Advantages* 

(e) Tfels control card would replace (i) the Posting 
Record now maintained \ rj Central Top Secret Control Office on 
all CIA control numbers, which is obtained by transfer of 
information from weekly logs to a Posting Record Card, (il) 
the Source card which is intellofased for Central ISC0 on all 
CIA control numbers, (iii) the weekly log prepared by areas, 
(ir) the various other records maintained by areas, which are 
necessary under the present system to facilitate ready loca- 
tion of documents or records. 

(h) The control card could be flagged with colored tabs 
for use in follow-up on documents which must move out of an 
area by a deadline date, follow-up on return of signed docu- 
ment receipts, 

(c) Central T£CO would have a complete record of all 
transactions on both 6-digit and 5-digit numbers though the 
actual amount of work necessary in CISCO to obtain these 
complete records would be preparation of the control cards 
on documents which are received in CTSCC for transmission to 
areas and/or Reproduction. 

(d) The apace on the lower half of the card would enable 
areas to have on the one card a record of internal routing as 
wall as transmission and dispatch to other areas. The space on 
the lower half also permits space for signatures of personnel 
within the area who receive the document. 

£•5 Use of the control card would enable areas to main- 
tain in a separate block the cards on all documents originated 
by the area. 

££) document receipts could be made in single copy only 
and the card flagged that a signed receipt is due to be 
returned. The returned receipts could be filed immediately 
back of the control card. 

(j|) The control card provides ample space for Hating of 
internal dissemination whereas the log form does not provide 
space for internal dissemination, 

(h) the proposed control card is the else of the IBM 
card. Thus, file cabinets for the control card© can be easily- 
obtained. 

£i) The proposed control card provides for listing of all 
the information that areas and CTBC0 are presently listing 
regarding any document. 
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(jt) Ose of the proposed control card would enable those 
areas which handle sensitive material* information on which 
should not be sent outside the area* to readily separate 
those cards from cards dealing with material of general know- 
ledge and send the appropriate cards to the GTSCQ. 

(k) Use of the proposed control card would facilitate 
future*" inventories of documents. 

(3) Disadvantages i 

the examiner believes that the only disadvantage inherent 
in the proposed system is that, whereas the present Posting 
Record of CISCO incorporates on one card all transactions on 
any one document of the 5-digit series, the proposed system 
will require a separate card for each transaction. However, it 
is believed that this one disadvantage is far outweighed by 
the many advantages. After a given period of time all cards 
on a document can be retired except the curd on each copy 
number indicating its final disposition. 


b. Unique Problems * 

The unique problems outlined under Section 3 ,b. can be handled 
on an individual basis with the areas concerned and appropriate 
action will be recommended under Section li*b, 

c. general Problems » 

(1) Multiple numbering of documents from outside agencies. — 
It is considered impractical from the standpoint of control and 
efficient operations to have documents trickling in to the various 
areas direct from outside agencies. Any document which is of 
interest to more than one ares should be controlled originally by 
the Central TSC0 in order that this office can be, in fact, the 
central source of information on any document of general interest. 
Also, many documents from outside agencies are received in single 
copy and must be reproduced for CIA purposes. Central TbCO has 
the facilities for obtaining rapid reproduction of such documents. 
It is ale© in a position to obtain a valid estimate of CIA 
requirements. 

It is recognized that this problem of areas receiving 
documents direct can never be completely overcome inasmuch as 
documents are sometimes handed to officials in meetings or the 
urgency of the matter necessitates the most direct approach. 
However, exceptional treatment for such documents is recommended 
in Section k * c.{l). 

(?) Multiple numbering of actions on the same document. ~ 
Becomenda tion for correction of this problem is proposed in 
Seetiomfc, c . (2), 
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(3) Lack of complete controls and record copies In Central 
©CO.-- Use of the proposed control system would complete the records 
of Central T8CO. It is believed that it would be of considerable 
value to CIA to have record copies of documents In the Central files. 

It could be a function of the areas to determine which documents 
asm of general interest and send a copy of the document to Central 
TSCQ when the control card goes forward. To keep the files of the 
Central T&C0 as small as possible, such documents could be micro- 
filmed and the copy returned to the area. 

(b) Signature Record and Cover Sheet.— This appears to be an 
instance where the regulation should be either enforced or revoked. 

It is beyond the authority of area control officers to enforce this 
regulation if officials are unwilling to observe it. This seems 
to be a matter for review by the Office of Inspection end Security. 

(§) Hand-carrying of documents. — Every area visited by the 
examiner seems to make ever,, possible effort to obtain the 
cooperation of the staff in the observance of channels. The 
answer to this problem seems to be the full support and cooperation 
of Office heads in impressing upon their etaff the importance of 
eontrol channels and enforcement of punitive measures to correct 
defaults. 

(6) Authority of Assistant Top Secret Control Officers.— 

The examiner believes that the regulation should be revised to 
state plainly that assistants ere authorised to transmit end 
receipt for documents only within their own immediate Division 
or Branch. Any movement of a document between Divisions or 
outside the Area should be channeled through the Area TBC0. 

(7) Authority to see,— Office heads should bo reminded of 
their responsibility in this respect and should designate someone 
to inform the Area TSC0 and assistants as to the names of sueh 
individuals and maintain current lists. 

(8) Over-classification.— To overcome the problem of over- 
classification of documents by the originator, it is recommended 
that Office heads should designate & limited number of persons in 
the various division* and staff offices to review objectively 
each document originated In that office, for the purpose of disapproval or 
approval of a classification of Top Secret or Secret proposed by 
the originator. These individuals should also review periodically 
all Top Seoret or Secret documents originated by that Office to 
determine whether that classification le still valid. The 
reviewer should be thoroughly indoctrinated by the Office of 
Inspection and Security as to the criteria to be applied in 
determining the proper classification. 
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document “r“ ® exsalner believes that sny 

to SLl rr ^ V 701 '"" tnt ° id^lliEibXe font, should 

?ro™*; riU8S ! f the *>»• * “«« to bein/'ircuLUd 

tTLEtai^V”* ior oommt or action, it 1. very difficult 
■ h . * pr ?5’ sr dogree of control without a control number. 

t0 / ‘ f P” 0 * 100 ° r assigning the control number of one area 
to a draft prepared anothar area leada to confueion. 

° c * >robl ““ involved in conduoting an 

the mtSn er ,* f™” ?“ iaC0 J ,u ° n <* CIA to the praeant, 

SUS*? la I r belioTsa that Inventory should be started with all 

t J T aiy X * 1?50 ' throu ^ *•» 30, X 952? Th^rSter 

rseultfl .?« nven top should be taken in each area , Report of * 

CoS^i 8hould be Provided to the CIA Top P £ecret 

thf^i^f 1Cer ^ t ? ln fifteen da y 8 after the cut-off date of 
the 22?SiSr Br ?? y inventory. The first inventor will be 
dato LS fi! U \ Cn lt 8 ^ Uld b ® initiated «t the earliest possible 
cooiee ?°? ld * b ! responsibl(i for *11 documents (all 

Sf e0f i originated by the area plus all documents received 
ireet from outside agencies. Central Top Secret Control would be 

MnS!f bl V° r accounting for all documents bearing a 6-digit 
Cent ? QJnb c r * F p th ® propOBeti control system is adopted/ 

19?2 fol°inltf r tt t C0 ^ r0i “ 0uld be res P°Dsible after Juno 30, 
acconnSL i ? i i£ + t i ng * uarter ^ inventory and requesting an 
CenSl icor ffl * reeB f ° r &U d0CttaMmts »°t recorded in the 

5. ACTIOS BfcCQMMjiKD»J>« 


a. 


Installa tion of Uniform Control jggstfiM 

(1) Meeting with all Area Top Secret Control Officers to 
(ti\ f lsctiss th ® Proposed uniform control system, 

{2) f ° f a Procedures Manual outlining in details 
Regulations to be complied with} 

- } S C c ft ntr»i°^n fc A contr ®l Procedure to be performed 

Sanches, etc“’ ' £ ' Ub ^ Utl0M ' 

(c) Forms to be used} 

( - 5 /i Ch removable— listing all Alternate and 

Assistant Top Secret Control Officers, all persons 
authorised to see Top Secret material; persons desig- 

h^ d /° ^ 0ifiCation8 * P ersons authorised to 

sohedull^ laeteri81 outside the Agency, officer-courier 
m 4 arrangements for destruction. 

U) Periodic visits to each area by the CIA or Central Ton 
Secret Control Officer to review the problems of the area. 
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b, Gntque Problems i 

(1) OHR, Basic Division should become a Sub-Station to faoili* 
tate handling of Top Secret sections of SIS. 

{2} Office of Operations , Contact Division, should ass ign a 
TS control number to teletype and 25X1 A 

execute a control card. 

(3) Administrative Services, Records Management Sub-6 tation, 
should, be provided by the Office of Inspection and Security with 
special passes for analysts and photographers to use when visiting 
offices to microfilm TS documents* These passes should be controlled 
by the Area TSCO and retained in that office except when in use by 
analysts and photographers* 

(k) In order to cut down the number of visitors to Reproduction 
■who accompany documents through processing, it is recommended that 
clearances could be obtained for the Reproduction TS control officer 
and the Production Coordinator to handle certain extra-sensitive 
materials. The Production Coordinator is capable of operating the 
various machines in the plant and could personally process such 
material. 

(5) Analysts in the Technical Services Staff should execute 
the destruction certificate at the bottom of the Signature Record 
and Cover Sheet when TS material is destroyed by analysis* The 
memorandum report, regardless of the classification, should be 
attached to the cover sheet for return to the office of origin. 

o» General Problems t 

(!) Multiple Numbering of documents from outside agencies. — 

CIA Top Secret Control Officer should request all outside agencies 
to send all fop Secret material through the Central Top Secret 
Control Office* Exceptions could be made for *ayes only* and 
other sensitive materials. In the case of exceptions, the area 
receiving the document direot should call the Central TSCO for a 
6-digit control number. Central TSCO would plaee a control card 
in suspense until further information would be submitted at the 
end of the week by the area* 

(2) Multiple number of actions on the same document.— A 
control number should be assigned by the originating CIA area. 

All actions taken by other areas should bear the same control 
number followed by a dash and the office symbol, for example, 

4356?-00. If the same document returns to 00 for a second 
action the symbol would be h3567-00.2« 
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(3) Lack of complete controls and record copies in Central 
TSCG.— Adoption of the proposed control By s tern and submission of 
record copies of documents to Central T5C0 are recommended. 


ik) Signature Kecord and Cover Sheet,— It is recommended that 
the Office of Inspection and Security should be requested to 
review use of the cover sheet and either insure enforcement of 
the regulation or revoke same. 


\ST Hand-carrying of documents. — It is recommended that the 
Office of Inspection and Security should be requested to instruct 
Office Heqds to designate certain officials to be authorised to 
hand-carry documents to outside agencies. Office Heads should be 
requested also to give their full support to the observance of 
control channels through the media of periodic memoranda to 
their staff and verbal reminders in staff meetings. 


(6) Authority vested in Assistant Top Secret Control Officers.— 
It is recommended that Regulation should be revised to restrict 
Assistant TSCO’s to transmitting and receipting for documents only 
within their immediate areas (Divisions, Branches, staff offices). 

(7) Authority to eee. — Office Heads should review periodically 
the lists of persons authorized to see Top Secret documents and 
issue a memorandum as to revisions to the Area TBC0 and the Central 
TSCQ. 


(t) Over-classification. — Office Heads should be instructed to 
designate a limited number of persons in the various divisions and 
staff offices to review objectively each document which the origi- 
nator has classified Top Secret or Secret. The reviewer should be 
thoroughly indoctrinated ty the Office of Inspection and Security 
as to the criteria to be applied in determining proper classifica- 
tions. 


(9) Physical security of Top Secret documents.— It is recommended 
that each Top Secret document should be backed by a thick backing 
sheet on which only the classification and the document control 
number would appear. The documents should be stapled at least 

twice both front and back, 

(10) Officer-courier schedules,— Schedules should be furnished 
to each Area TSCQ and kept current. 
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(12) Inventory of documents from 1 J enuaiy 1950 , through 
30 June 1952, should be initiated immediately . Thereafter, 
quarterly inventories should be initiated t$r the Central Top 
Secret Control Office. 
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CIA Top Secret Control Officer 
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Chief, Organization and Methods Service 
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